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1. PI REVIEW AND APPROVAL 
This procedure contains the entire process for the PI’s review and approval of an application including an electronic signature. 
 

A. Review the Proposal 1. Receive notice from Proposal Team, or 

 2. Find proposal in Home Page Inbox 

 3. INFORMATION ONLY: Overview of the Proposal Workspace 

 4. Review PIF 

 5. OPTIONAL: Update SF424 

 6. OPTIONAL: Generate PDF of SF424 

 7. Review the Generated PDF 

 8. OPTIONAL: Request Changes from Proposal Team 

 9. OPTIONAL: Log General Comment 

 10. OPTIONAL: Email Proposal Team 

B. Approve the Proposal 1. Issue PI Approval (this step cannot be undone) 

PI Review and Approval – General Information 
 Although the PI can log in directly to eSRA through http:GoApp/OSPIP; it is easier to link to the specific proposal from 

the email notification received in your Lab email. 

 A proposal may be reviewed and sent to the Division and to OSPIP for review without final science.  The application 
must be complete, but the science uploads can be drafts.  If you have questions about this, please contact your 
OSPIP Contracts Officer. 

 The numbers in the written instructions will point you to the location on the related screen-print in the instructions. 

 

This procedure contains the specific steps in the review and submission process.   

The sequence for the basic review and approval is important. 

The front page can be used for reference.  The follow pages include step-by-step instructions with screen-shot visuals. 

 

Please note these symbols throughout the instructions to help educate you on the process. 

 

     

 

 

 

Caution Warning Serious Warning Notes Tips Important 

Principal Investigator 
PI Review and Approval 
Step-by-Step Instructions 
Updated: December 2, 2011 
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A. Review the Proposal 
 

1. Receive notice for PI Review in your Lab email. 

 

 

1a. Click on this link to go directly to the  

proposal in eSRA. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1b. Use your LDAP login to access eSRA. 

 

 

 

Note: If you are already logged into the eSRA system, this step 
will be skipped and you will go directly to the proposal. 

  

 

 If you have problems 
linking directly to the 
proposal, contact 
eSRAHelp@lbl.gov 

 

  

Alternatively, you can 
access the proposal by 
logging into the eSRA 
system directly at 
GoApp/OSPIP 

 

 

1 

3 

1a 

1b 

If you are working offsite, this link might not 
work because you are outside of the LBNL 
Firewall.  You will need to use VPN to 
access the eSRA System.  Contact IT 
Support is you need assistance setting up 
VPN on your laptop, home computer, or 
smart phone. 
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2. Find the proposal in the Home Page Inbox. 

 

 

 

 Note: The proposal will automatically  

appear in your eSRA Home Inbox also.  You are  

not required to link to it from your Lab email. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Note: In your home page, your roles will be listed on the left.  Everyone has 
the role of “Registered User” which allows access to the system, but not to any 
specific proposals.  You should have the role of PI.  If you have other roles 
available, they will also be listed. 

  
2a. Highlight your PI role to see the inbox of proposals for your role as PI. 
  
2b. Select the proposal you want to review. 
  

 
 
 
 

 
 
 
 
 

Note: Only proposals where you have required or optional actions will be in 
your inbox.  Other proposals will be in the other tabs on your home page. 

 
 
 
 

2a 

2 

2b 
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3. Overview of the proposal workspace. 

The proposal workspace is like the home page for the proposal. 
 

3a. Nickname (title) of the proposal 
 

3b. Proposal number 
 

3c. Current state of the proposal – this will determine what 
activities are available and who can perform actions.  When 
the proposal is in the “PI Approval” state the Proposal Team, 
including the PI, cannot update or make changes to the 
proposal. 
 

3d. These are proposal components available for the user to do 
with the proposal: edit or print. 
 

3e. Tabs contain specfic information.  Information relevant to the 
review and approval process will be explained later in these 
instructions. 
 

3f. Summary information box contains: proposal information, 
budget totals, and SF424 information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3g. Activities are actions available while proposal is in this state. 
 

3h. History of activities previously taken for this proposal are 
shown. 
Comments entered and attachments to notifications are also 
displayed in this history section. 

3f 

3e 

3d 

3b 

3c 

3a 

3g 

3h 

Proposal Nickname 

This page of the instructions is 
for information only. 
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4. Review Proposal Information Form (PIF) 

 

 

 

 

 Note: The Proposal Information Form (PIF)  

contains a summary of the information  

contained in the eSRA proposal including  

answers to all of the internal LBNL review  

questions. 

 

Use <CTL> P to print the PIF, if needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4 

Example 
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PIF continued…. 

 

 
 

Example 
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PIF continued….. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Example 
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5. Choose “Update SF424” to ensure all data and updates made by the proposal team have been 
populated into the SF424. 

 

 This step is optional.  You can skip this step if your proposal 
team has just generated an SF424 PDF for you to review. 

 

 

 

 

 

 

 

 

 

5a. Click “OK” to start the update, then wait until the process  

returns you to the Proposal Workspace. 

 

5a 

5 
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6. Generate PDF of SF424 to view document in the format the sponsor will see the application. 

 

 This step is optional.  You can skip this step if your proposal 
team has just generated an SF424 PDF for you to review. 

 

 

 

 

6a. Check “Include Attachments” if you want all of the uploaded 
documents to be merged into one PDF.   

Leave unchecked if you only want to review the SF424 form  

Pages. 

 

 

 

 

 

 

 

 

 

 

6b. Click “OK” to generate the PDF. 

 

6c. The Generated PDF Version will show in the History Tab of the 
main proposal workspace and indicate who generated it along with  

the date and time. 

 

 

 

 
 

 

6 

6a 

6b 

6c 

PI or RA 

PI  

PI  
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7. Review the Generated PDF from the History Log 

 

7a. Click on the highlighted “Generated PDF Version” in the history 
section to access the document.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7b. Select “Documents/Tasks/Notifications” 

 

 

 

 

 

 

 

 

 

 

 

 

Ignore these instructions.  They are incorrect  

and we are working with the programmers to  

have them removed. 

 

7a 
PI or RA 

7b 

PI or RA 

PI or RA 
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7c. Select one of the PDF files to review. 

(They are the same.) 

  

 

 

 

 
Use <CTL> P to print the PIF, if 
needed. 

 

 

 

 

 

 

 

 

8. OPTIONAL: Request changes from Proposal Team – PI may send the proposal back to the 
Proposal Team requesting changes without approving the proposal for division review. 

This will send an email notification to the Proposal Team (PI and RA(s)) and save the message, 
with comments and attachments, in the history section of the proposal workspace. 

 

 This step is optional.  If changes are not required, this step can be skipped. 

 

This step can be repeated as many times as needed. 

 

 

 

 In the case of submitting a proposal for review with Draft Science (and you don’t need 
changes before submitting it to the division), do not send the proposal back to the Proposal 
Team; submit it for approval and note in the comments box that the science is still “Draft” 

 

 

 

 

 

 

7b 

Another option is to “Email the Proposal 
Team” without sending it back for changes.  
See step 10 for those instructions.   



  PI Review 

 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 page 12 of 17 

 

 

8a. Comments can be entered in the box. 

  

8b. Documents can be added when requesting changes. 

 

8c. Click “OK” to submit the request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: Changes will come directly back to the PI. 

 

 

 When the proposal is in “PI Review: Requesting Changes” state, the proposal will show in the  

inbox of the PI because s/he is part of the Proposal Team.  

 

 

 Requests for changes and Submission of Changes will be recorded in the History Log. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

8a 

8b 

8 

8c 

PI 

PI or RA 

RA 
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9. OPTIONAL: Log General Comment  – This will enter the comment in the History Log, but no one 
will be notified. 

 

 This step is optional.  You can skip this step if you don’t have 
comments you want to log for the proposal. 

 

 

 This step can be repeated as many times as needed and is 
available to anyone with access to the proposal. 

 

 

 

9a. Comments should be entered in the box. 

  

9b. Click “OK” to submit. 

  

  

  

  

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

9a 

9b 

9 

 



  PI Review 

 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 page 14 of 17 

 

10. OPTIONAL: Email Proposal Team – This will send an email notification to specific people on the 
Proposal Team and save the message, with comments and attachments, in the history section of 
the proposal workspace. 

 

 

10a. Click “Add” to select the people on the Proposal Team to notify. 

  

10b. Use check boxes to select  the specific people to send the message to. 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 We strongly recommend using the “Email Team” activity in eSRA rather than just your Lab email account 
because the text of the email will be saved with the proposal for historical reference. 

 

 

 

 

 

 

 

 

 

 

10 

10a 

 

10b 
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10c. Once selected, the names will appear in the “Email Team”  

Window 

  

10d. Comments or change can be entered in the box. 

  

10e. Documents can be added when requesting changes. 

 

10f. Click “OK” to submit the request. 

  

10g. The email will be noted in the History Log. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10c 

10d 

10e 

10f 

10g 

PI or RA 

PI 

PI 
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B. Approve the Proposal for Division Review 
 

 Important: The proposal can be submitted to the Division and OSPIP with Draft Science; but the remainder 
of the proposal should be complete and final. 

 

 

 

1 Approve for Division Review - The PI provides electronic approval for the proposal and 
submits it for Division Review. 

 

 

1a. The LBNL and Sponsor Assurances screen will pop up.  Read 
and check the “I Agree” box for each set of assurances.  If 
you cannot agree to one or more of the assurances, contact 
your OSPIP Contracts Officer to discuss.  The proposal cannot 
be submitted without the PI’s approval of the proposal and the 
required assurances. 

  

1b. Comments can be added in the box. 

  

1c. Click “OK” to approve. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

1a 

1a 

1a 

1b 

1c 
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1e. The State will change to “Division Proposal Review” 

  

1f. The approval is recorded in the History Log and the OSPIP 

CO identified in the proposal will be notified in their Lab  

Email.  The proposal will now show in their inbox. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PI or RA 

PI 

1f 

1e 

PI or RA 


